PROCEDURES AND REQUIREMENTSFOR SETTING UP AND RUNNING
‘DEPARTMENT POSITIONS REPORT’

REQUIREMENTS:
1 PeopleSoft access

2. Internet Explorer
3. Printer
PROCEDURE:
1. Open PeopleSoft:
Go
Develop Workforce
Manage Postion

UNC Menu
Dept Postions Report

Manage Pozitions

File Edit “iew Go Favartes Use Inguire Process Report UMNC Menu Help
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If you are dready set up to Y ou will only have
run the Department Hours to use‘Add’ once
Entered Report you will in order to set up
select ‘Update/Display’, if the Run Control.
not you will select *Add’. Fromthen on

‘Add’ will set up anew choose

Run control 1D for ‘Update/Display’
printing. instead of ‘Add'.
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A screen will appear showing this box:

Update/Display -- Department Pozition Report

Bun Control 1D: || ‘
R urn Crtl A Lang Cd Cancel I

Search
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Type in aname that will identify your process. There can be no spaces in the
word you type. We suggest ‘ Server’or ‘PsnRpt’.

Then hit the OK button. The next time you access this report and get to this
screen, leave the Run Control 1D Blank and click OK. It will give you alist of the run
controls you have already set up. You will select the one you want to use.

Follow the numbered steps for this screen:

Manage Positions - UNC Menu - Department Position Heport

File Edit “iew Go Favortes Use Inguire Proces: Heport UNC Menu Help

Hlesx| el = == SlE] iel] ®= ezl

Depart Pozitions |

Operator 1D: LATHALCE, L anguane: W
Run Control ID: client
-Report Request Parameters
1. Typein your
" All Departments departmmt # that you
want the report to run,
* Selected Departments / or choose from the drop =
4 down ligt.
o
|HF'HDF" |Dept Pozition Report |U|3|:Iate.n"Display L
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If you need reports for more then one department click inside the scroll bar with
your cursor. Thiswill highlight the *insert row’ button. Click on that button. A row will
be inserted in the department list. Another box will appear and you may add another
department number.

Manage Positions - UNC Menu - Department Poszition Report
File Edit “iew Go Favortes Use Inguie Procesz Beport UMWC Menu  Help
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Depdrt Pozitions |

, tor 1D: LATHACE. Insert Row
Mo Language: IEninsh j
un Control 1D: client
-Hfapurt Request Parameters
Stop " All Departments
Light
Scroll Bar. Useto =

f* Selected Departments
view all departments

Iﬂﬂ‘m“ :i Fayroll Services entered if you have
[oso0 ﬂ Police inserted more than >

three.

Il]l]1 02 :I AkS Supplemental Instruction ZI

[ |HF'F|DF" |Dept Pozition Report |LI|:u:IatefDispIa_l,l o

You may continue to insert rows and add departments until you have al the departments
you need. Please note that your screen will show only three rows at atime and you will
need to use your scroll bar to view all the departments that you have added if more than
three.

To run the requested report click on the first STOPLIGHT.
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You will get this screen.

Click onthe ‘LPTY1’ radio button. The settings on the right side of the screen should then
default to the settings shown below.

Click OK.

Proces: Scheduler Request

Cperator 10 Radio Buttor lan Control [D; server /
—Bun Lozati — Output Destination /
@ Client " Sepver " File  ©* Printer Wfindion
SEMEN I ll File/Frinter: ILF"T1 / ok
— Run Date/Time:; — Run Recurence / ‘ Cancel
Date:  [10/03/2001 7l [Ores =l
Time: [12:18:00 PM [ | Name: Under
‘File/Printer’ your
Hesettocurent EateThne | e | Update | [IElete | loca pri nter that
you use (LPT1)
| Description | M arrie |Process Type Descr should be listed
.DEEEIEITtFI'IEEr'It Fozhons Beport ] NCPOSO .E; JH F:El:":lft

The screen will change back to the screen shown before the one above.
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